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Email 

Useful Language

Subject & Opening
Subject Lines:

Re: [Topic]

Request for information about...

Follow-up: [Meeting/Discussion]

Greetings:
Dear [Name],

Hi [Name], (informal)

Main Message
Making Requests:

Could you please...

Would it be possible to...

Clarifying:

Just to clarify...

To be more specific...

Closing
Formal:

Best regards, Kind regards

Thank you, Sincerely

Informal:

Thanks, Cheers

All the best, Take care

 

Criteria

Tone: Semi-formal to informal 

      depending on recipient 

      and context.

Style: Concise, clear, and direct. 

       Use short paragraphs.

Coherence: Well-organized with a 

           clear subject line and 

           logical structure.

Accuracy: Good grammar and 

       spelling, but more 

flexible than formal letters.

 

Subject line & Greeting

Paragraphs 2-3

Ending

• Clear, specific subject line

• Appropriate greeting

• State purpose in first line

• Keep it concise and clear

• Use short paragraphs

• Bullet points for lists

• One main topic per email

• Action point if needed

• Polite closing

• Your name

Structure


